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he Go button must be clicked to move from the current screen to the selected screen displayed in 
he dropdown menu.   

  
Exit
he Exit button displays the menu, without updating the database.  Changes since the last update 
re not saved. 

Update  
 

he Update button saves the information entered and edits the data.  After making a change, click 
he Update button.  A message will verify whether the change was successful or an error has 
ccurred. 

Netscape Print 

he Netscape Print button is used for printing the form when using the Netscape browser. This 
utton must be clicked before the print command is selected from the computer toolbar.  When the 
orm is in this mode, it is used only for printing a hard copy for your records.  The information 
annot be modified while in print mode.  All other browser users may print a copy of the screen by 
electing the print button on the computer toolbar. 

   
he   Detail
he Detail button moves the user to the screen where the budget may be completed.  Any data 
ntered will only be saved if the Update button has been clicked before moving to another screen.   

Back to Summary 

he Back to Summary button moves the user from the Detail Screen back to the Title I General 
udget Screen.  Changes since the last update are not saved. 

he Certify button serves as the signature process for electronic applications.  Each budget that 
as passed edits must be certified by the district prior to review and approval by the Title I staff. 

Certify 

y 
 Undo Certif
he Undo Certify button appears after the general budget or general carryover budget is certified 
y the user and allows the user to remove district certification and make revisions to the budget 
rior to Title I consultant approval.  It is advisable to visit with the Title I office prior to using the 
ndo Certify option. 

4



 

 
 
 

Project Budget Completion 

The Project Budget Completion button appears after the first payment on the Carryover budget 
and after the third payment on the General Budget has been generated.  The user must click on this 
button to declare final expenditures with the Department and receive the final payment on the 
approved budget.  You are reminded that this button should not be selected until the user is certain 
all project budget expenditures are final and accurately listed in the project budget being certified 
as complete. 
 
 
 
 

The Add Amendment button appears after the Title I budget has been approved by the state and 
allows the local district the option of revising general budget items during the project year. 

Add Amendment 

 
 
 
The Add New Area button, on the Migrant Education Application, allows the user to enter the 
required city and county data for a Title I migrant education program. 

Add New Area 

 

 
 
 

 

T
r
s
 

 
 
 

T
a
o
 

 
 
T
o
 

 
 
 
 

T
c
 

 

Remove Current School
he Remove Current School button, on the Schoolwide Indication of Planning Screen, is used to 
emove a listed school building that is not in a year of planning prior to implementing a Title I 
choolwide program. 

 
Add
he Add button, on the Schoolwide Indication of Planning Screen, is to allow the user to select 
nd list a school and required data elements to indicate the building's intent to participate in a year 
f planning prior to implementing a Title I schoolwide program. 

t 
Return to Edi
he Return to Edit button appears after clicking the Netscape Print button to print a paper copy 
f the current screen and will return the user to the original screen. 

Return to Display 

he Return to Display button appears after clicking the Netscape Print button to print a paper 
opy of the Payment Status Screen and will return the user to the original screen. 
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TITLE I APPLICATION 

Step – by - Step 
 
 
Step 1 Type the Iowa Department of Education’s Internet address (www.edinfo.state.ia.us) 

and press enter. 
 
  The Login Screen will be displayed. 
 
Step 2 Click once in the User ID box.  Type the user ID assigned by the Iowa Department 

of Education and press the tab key.  Enter the password assigned by the Iowa 
Department of Education.  Click once on the Submit button.  NOTE: the user ID 
and password information is included in the Title I allocation letter sent to the 
superintendent. 

  
 The Menu Screen will be displayed. 
 
Step 3 Scroll down and click once on the Title I button. 
 
Step 4 An Annual Application Certification Screen will appear the first time the user 

accesses the new Title I application.  The Superintendent or Title I coordinator 
must click the “Certify” button before the 2002-2003 Annual Application Screen 
will appear.  This form replaces the signature page required in the past. 

 
  The Annual Application Screen for your District will be displayed. 
 
Step 5 Enter all requested information and click the Update button.  If you receive the 

“Updated Successfully” message on the top of the screen, click on the dropdown 
menu and choose Selection of Schools from the menu and click the Go button. 

 
  The Selection of Schools Screen for your District will be displayed. 
 
Step 6 Choose the low-income criteria your district will use to determine low-income 

building percentage.  Next, determine how you will report the low-income 
percentages for buildings by total low-income percentage or by grade span. 

 
Next, determine the status for each of the district buildings listed and then complete 
all applicable columns.  Schoolwide project buildings (Status = S) must have 
poverty above 40% and must have completed a year of planning and have been 
approved by the state Title I office.  All other served buildings are considered 
targeted assistance (Status = T).  A building not receiving Title I service should 
show status “N” for not served. 
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The estimated total number of homeless children residing in your district during the 
2000-01 school year has been automatically entered.  Estimate the number of 
homeless children in the district in non-Title I funded schools. If the district has no 
such children, a “0” must be entered for question #1.  Complete the remaining 

http://www.ed.ia.us/


questions in the homeless section as applicable. (This inquiry must be completed 
by LEAs with more than one like grade span school only if at least one of the 
schools is eligible and the other is not eligible.) 
 
If the district has accredited private schools listed at the bottom of the page, the 
number of eligible and served Title I students must be completed for those 
buildings receiving Title I service. 
 

 When all information has been entered click the Update button.  When you receive 
the “Updated Successfully” message on the top of the screen, click on the 
dropdown menu and choose General Budget from the menu and click the Go 
button. 

 
  The General Budget Screen for your District will be displayed. 
 
Step 7 Type in the required data for the first three tables.  The last table is the current 

Title I Project Budget.  No data can be entered on the Title I Project Budget.  This 
is a summary table that displays totals automatically transferred from the General 
Budget Detail Screen.  To enter actual figures click the Detail button and complete 
the displayed budget as if completing the supplementary budget page.   When all 
information has been entered click the Update button and then the Back to 
Summary button.  After verifying the accuracy of the figures entered in each table 
on the General Budget Screen, click the Update button.  When you receive the 
“Updated Successfully” message on the top of the screen, you must click the 
Certify button on the last table before the Title I staff can proceed with 
processing your application.  If your district has carryover funds available, click 
on the dropdown menu and choose General Carryover, then click the Go button.  
Complete the screen following the same procedures used for the General Budget 
Screen.  If your district does not have available carryover funds or has successfully 
completed the Carryover Budget Screen, use the dropdown menu to make the next 
selection.  

  
 If Steps 8-13 do not apply to your district, skip to Step 13. 
 
(Step 8) If the district provides Title I service at a private school, click on the dropdown 

menu, choose Statement of Agreement and click the Go button.  Use the small 
dropdown options for each private school to provide the required information.  Be 
sure to click the Update button on the screens before proceeding to a new screen. 

 
 
(Step 9) If the district provides a Title I funded migrant education program, the district must 

complete the Migrant Education Application and the Migrant Education Budget 
Screens. Be sure to click the Update button on both screens before proceeding to 
the next screen.  
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(Step 10) If the district provides Title I service at a local delinquent Institution, the district 
must complete the Delinquent Application and the Delinquent Budget Screens.  Be 



sure to click the Update button on both screens before proceeding to the next 
screen. 

 
(Step11) If the district has Title I buildings that intend to participate in a year of planning to 

operate as a schoolwide program, the Schoolwide Indication of Planning Screen 
must be added to your application by the Title I office and completed your district.  
Use the dropdown menu on this screen to identify and complete required 
information for all buildings that are in the planning process; then click the Update 
button. 

 
(Step12)  If the district has any Title I schoolwide programs, the district will need to 

complete the Schoolwide Operating Programs Screen.  Be sure to click the Update 
button on the screen before proceeding to the next screen. 

 
Step13 The Payment Status Screen may be selected from the dropdown menu and the Go 

button clicked to allow the user to check Title I allocation and total project budget 
figures. 

 
You may exit the application process at any time by clicking on the Exit button that appears at the 
top of each screen and then clicking on exit at the bottom of the Login Screen menu.  Always be 
sure to click the Update button to save any changes before you exit. 
 
If you wish to have a paper copy of the Title I application, you may print each page as you 
complete it by simply selecting the print command on your computer.  Netscape browser users, 
however, must click on the Netscape Print button on the screen before selecting the print 
command. 
 
Remember, using the Title I Internet Application is as easy as 1 - 2 - 3: 
 
1. Click on dropdown menu to select desired application page. 
2. Click "Go" to move to that screen and enter the required information. 
3. Click "Update" to save changes. 
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 
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This screen found at www.edinfo.state.ia.us 

 

 
 
This screen displays all the selections that are part of the Iowa Department of Education Internet 
Application Menu.  The user should click on the Title I button to access the Title I application 
screens.  The due date for submission of the Title I electronic Internet application is July 15, 2002. 
 
You may exit the application process at any time by clicking on the Exit button that appears at the 
top of each screen and then clicking on exit at the bottom of the Login Screen menu.  Always be 
sure to click the Update button to save any changes before you exit. 
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Before working on the 2002-2003 Title I Internet application the user will need to certify via the 
Internet that the data to be submitted will be to best of the user’s knowledge true and accurate.  
This form will replace the signature page required in the past.  After the “CERTIFY” button has 
been clicked, the Annual Application Screen for the 2002-2003 application will appear. 
 
 
 
 
 

 
The user will need to decide if they want to work with or view the 2001-2002 or the 2002-2003 
Title I Internet application.  You must select the year by using the dropdown menu in upper left-
hand corner on the Annual Application Screen. 
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2 

3 

  
The Annual Application is the first page to be completed by a district applying for Title I funds for 
the coming school year.  The information at the top of the screen should indicate the district 
completing this application.  
 
1. A dropdown menu appears on each screen.  To display a different screen, click on the 

dropdown arrow, click on the desired new screen and click the GO button. 
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2. The Title I contact and information should be typed in the available areas. 



3. At the bottom of the page districts should type in what ages for preschool and grade levels are 
receiving Title I services.  

 
Always click the Update button to enter or save information before continuing to another screen.  
DO NOT USE THE ENTER BUTTON ON YOUR COMPUTER. 
If all required information is entered correctly, an “Updated Successfully" message will be 
displayed. 
 
You may exit the application process at any time by clicking on the Exit button that appears at the 
top of each screen and then clicking on exit at the bottom of the Login Screen menu.  Always be 
sure to click the Update button to save any changes before you exit. 
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application.
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When completing this screen, low-income criteria and rank order must be completed.  The most 
common data used for these categories is Free and Reduced School Lunch and Low-Income 
percentage. 
 
The attendance center table should display all of the public attendance centers within the 
district.  Districts will need to complete the table for each attendance center including the status 
(S, T or N), number of resident children, and number of resident children from low-income 
families.  Schoolwide project buildings (Status = S) must have poverty above 40% and must 
have completed a year of planning and have been approved by the state Title I office.  All other 
served buildings are considered targeted assistance (Status = T).  A building not receiving Title 
I service should show status “N” for not served.  Each building must have data for each public 
and private column.  If a building is identified as providing targeted assistance service (Status = 
T), the number of students identified as eligible and the number served must be completed.  For 
a schoolwide building (Status = S) do not complete eligible and served columns.  The last 
column showing the grade levels served must be completed for all served buildings whether 
status is S or T.  The grade levels entered as served should agree with the grade levels entered 
on the Annual Application Screen.  
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NOTE: This inquiry must be completed by LEAs with more than one like grade span 
school only if at least one of the schools is eligible and the other is not eligible. 
 

 

 

The estimated total number of homeless children residing in your district during the 2000-01 
school year has been automatically entered.  Estimate the number of homeless children in the 
district in non-Title I funded schools. If the district has no such children, a “0” must be entered 
for question #1.  Complete the remaining questions in the homeless section as applicable. 
 
Private school information will be displayed for those districts that have accredited private 
schools.   Complete the requested data for private schools receiving Title I service.  If data is 
completed under private school section, then data must also be entered for the public school 
“private resident count” column for the appropriate public attendance center. 
 
When all information is complete and the Update button is pressed, the program will calculate 
totals and perform program edits.  If required information is missing, the “Updated 
Successfully” message will not appear.  The user must fix all errors appearing in RED.  The 
user must verify the YELLOW warning errors.  A yellow highlight is simply a reminder to 
check your work.  The warning errors can be bypassed if the data entered is correct.  After all 
errors are corrected the user must click the Update button and may select another screen and 
click the GO button to proceed to the next screen when an “Updated Successfully” message is 
received. 
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application.
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Budget Detail Screen.  If your district provides Title I service to a local neglected facility with 
local neglected funding, you must use the dropdown menu to select the Local Neglected or 
Delinquent Narrative Screen.  The user must describe how the services provided to any local 
neglected facility with Title I local neglected funding will be used to meet the transitional and 
academic needs of students so that they may return to local district or alternative education 
programs. 
 
The last table is the current Title I Project Budget.  No data can be entered on the Title I Project 
Budget.  This is a summary table that displays totals automatically transferred from the General 
Budget Detail Screen.  To enter actual figures click the Detail button and complete the 
displayed budget as if completing the supplementary budget page.  NOTE: Do not attempt to 
enter any totals on the General Budget Detail Screen as totals are automatically calculated as 
individual expenditure figures are entered.  When all information has been entered click the 
Update button and then the Back to Summary button.  After verifying the accuracy of the 
figures entered in each table on the General Budget Screen, click the Update button.  When 
you receive the “Updated Successfully” message on the top of the screen, you must click 
the Certify button on the last table before the Title I staff can proceed with processing 
your application.  The user should click the Update button before proceeding to the next 
screen.  NOTE:  When the user clicks the Certify button, a YELLOW warning message will 
appear reminding you that all required screens must be completed before the SEA can approve 
the budget and release funds to your district.  
 
Once the district certifies the budget, no changes can be made at the local level.  If a need arises 
to change budget figures prior to approval by state Title I staff, you may remove district 
certification and make revisions to the budget by clicking on the Undo Certify button that 
appears only after the general budget is certified by the district.  It is advisable to visit with the 
Title I office prior to using the Undo Certify option.  
 

2001-2002 General Budget  
You must click UPDATE to save changes...The GO and QUERY buttons do NOT save changes!  

 

Add Amendment 
 

Update 
  

Netscape Print 
 
For various reasons, it may become necessary for a local district to amend the approved budget 
during the project year.  The option for amending the Title I budget becomes available on the 
Internet budget page when the SEA approves the district’s general or carryover budget.  NOTE: 
The original budget will be available following an amendment process by using the dropdown 
menu on the current project budget table (4), but the original figures will not be displayed when 
the Add Amendment button is clicked.  Therefore, prior to beginning the amendment process, 
be sure to make a hard copy of the original budget for reference during the amendment process.  
The following is the amendment process for either the general or general carryover budget: 
1. From the appropriate budget screen, click the Add Amendment button. 
2. Complete the new budget remembering to re-enter those figures that remain the same as 

they appeared on the original budget. 
3. Click the Update button to save the new amended budget; then click the Back to 

Summary button to return to the budget screen. 
4. Certify the amended budget by clicking the Certify button. 
The amended budget will then go through the approval process at the state Title I office.  As 
budget amendments are approved, necessary adjustments in payments will automatically be 
made. 
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Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 
 



 

 

1 

2 

 
The detail page allows the user (1) to enter the specific breakdown of Title I expenditures 
claimed on the budget and (2) to provide a description of expenditures if necessary.  Do not 
attempt to enter any figures in the “Total” fields.  Totals will automatically fill as specific 
figures are entered.  After all detail is completed the user needs to click the Update button.  
The user must fix all errors appearing in RED.  The user must verify the YELLOW warning 
errors.  A yellow highlight is simply a reminder to check your work.  NOTE: A YELLOW 
warning regarding excessive FICA and IPERS will occur when carryover salaries are included 
in computing allowable benefits. The warning errors can be bypassed if the data entered is 
correct. NOTE: The indirect cost rate must be calculated and applied for on each budget.  If the 
indirect cost exceeds the maximum allowed for the salaries and benefits on the budget, a RED 
warning will be received and will need to be corrected prior to proceeding.  Next, the user 
needs to click the Back to Summary button to return to the General Title I Project Budget and 
complete the budget certification process as detailed in Step 7, page 6-7. 
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 
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If your district has carryover funds available, click on the dropdown menu and choose the 
General Carryover Screen; then click the Go button.  Complete the screen following the same 
procedures used for the General Budget Screen.  If your district does not have available 
carryover funds or has successfully completed the General Carryover Screen, use the dropdown 
menu to make the next selection.   
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 
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At the end of the project year the district will need to declare final expenditures and complete 
the project budget via their Internet application.  The Project Budget Completion button 
(formerly the “Certify As Final” button) will only appear on the Internet budget after the first 
payment on the Carryover Budget and after the third payment on the General Budget has been 
received by the district.  Please be sure to verify that expenditures were made according to the 
approved budget and amend, if necessary, prior to certifying the budget as final.  The user must 
click on the Project Budget Completion button after all expenditures have been made to 
certify the project is complete and receive the final payment on the approved budget.   
NOTE: This process replaces the paper filing of the final financial report. 
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 
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The Payment Status Screen will allow the user to access Title I payment status for their district 
throughout the year.  
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 
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Districts that have eligible private schools within their boundaries must respond to the question 
regarding private school participation on the Statement of Agreement Screen.  The screen 
should include all private schools eligible for Title I service within the district.  If the district is 
providing service to a private school, answer yes to the first question and select the appropriate 
response for each of the additional questions. 
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The user only completes this screen if the district receives Title I Migrant Education Program 
funding.  The period of time covered by the application needs to be clicked.  The Migrant 
Education Program contact and information should be typed in the available areas.  The user 
must enter the cities and counties to be served by the migrant education program.  The user 
must then complete the Migrant Education Budget and Migrant Education Narrative Screens.  
The directions previously provided for the Title I General Budget Screen can be used to assist 
the user in completing the Migrant Education Budget Screen. 
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Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 



 

 

 

The user completes each narrative on this screen to provide a general description of the migrant 
education program in your district as cited in the Migrant Education Application.  While the 
text boxes provided contain adequate space to provide complete responses, there is a limit to 
the amount of information that can be entered in the narrative boxes.  Responses submitted the 
first year will be retained each following year so that migrant districts may re-submit any 
updates and changes in a timely manner. 
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 
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The user only completes this screen if the district has one or more Title I buildings that have 
been approved to operate as a Title I schoolwide program.  Title I schoolwide buildings that 
were identified as schoolwide on the Selection of Schools Screen will appear automatically at 
the bottom of the screen.  The user will need to enter the contact person information, initial 
planning year, and school year implementation began.  This form may only be used after the 
building has been through a year of planning. 
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 
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Districts must request from the state Title I office that the Schoolwide Indication of 
Planning Screen is added to their electronic Title I Internet application. 
 

 
 
The user only completes this screen if the district has one or more Title I buildings that intend 
to participate in the required year of planning, during the current school year, before operating 
a Title I schoolwide program.   
 
The user may add a building by using the dropdown menu and clicking on the district Title I 
buildings that are planning to operate a schoolwide program next year.  
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 
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The user will only complete this screen if the district receives Title I local delinquent funding.  
The user will need to show the budget amount intended to be used in providing Title I service 
to each local delinquent facility.  If no service is being provided to a facility, the user must 
enter “0” in the budget amount field. 
 

 26



If the district is providing Title I service to a local delinquent facility with Title I local 
delinquent funding, the Delinquent Education Budget Screen must be completed.  The 
directions previously provided for the Title I General Budget Screen can be used to assist the 
user in completing the Delinquent Education Budget Screen.  NOTE: If the district is 
providing Title I service to more than one local delinquent facility, the user should combine 
budgets for each facility into one delinquent budget for the district. 
 
If the district is providing Title I service to a local delinquent facility with Title I local 
delinquent funding, the Local Neglected or Delinquent Narrative Screen must be completed.  
The user must describe how the services provided to any local delinquent facility with Title I 
local delinquent funding will be used to meet the transitional and academic needs of students so 
that they may return to local district or alternative education programs. 
 
Refer to the Title I Reference Manual for specific program guidance in completing a Title I 
application. 
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	The Add New Area button, on the Migrant Education Application, allows the user to enter the required city and county data for a Title I migrant education program.
	The Remove Current School button, on the Schoolwide Indication of Planning Screen, is used to remove a listed school building that is not in a year of planning prior to implementing a Title I schoolwide program.
	The Add button, on the Schoolwide Indication of Planning Screen, is to allow the user to select and list a school and required data elements to indicate the building's intent to participate in a year of planning prior to implementing a Title I schoolwide
	The Return to Edit button appears after clicking the Netscape Print button to print a paper copy of the current screen and will return the user to the original screen.
	The Return to Display button appears after clicking the Netscape Print button to print a paper copy of the Payment Status Screen and will return the user to the original screen.
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